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PREFACE

. .

This resource guide, is a product of a research project condUcted by

' the American Institutes for Research entitled "Development of'Entrepre-

neurship Training Components for VocatiOnal.Education." Conducted for the .

Office of Vocational and Adult Education of the U.S.. Department of Educe-

.
tion, this project's 6a1 is to, create entrepreneurship training components
for use in vocationalinstruction41 programs at the secondary level.? The

project seeks add ss the following problems: (1) the high failure

rate'of small bpsin fees in the United States;' (2) the lack. of instruc-

tional materials f9 high school students related to career exploratio
and skill developme tin entrepreneurship; and (3) the low rate of parl-
cipatiall in small b siness ownership by 'women and ethnic minorities.

.

Activities c tered around three major project objectives:
*.

x

to deve p one core entrepreneurship module and 35 business-
..

specific modules (the Getting Down ,to- Business series) for
use iktne seven major vocational disciplines at the secon-
dary level;

to determine the effectiveness of these material?, byfield
testing them at sites representing a wide range 5f poss-ible

users; and

to create'awareness of the materials' availability and'

encourage their In in secondary-level vocational courses.

.

.,.

Designed fo accompany the 36 instructional modules, this resource
guide lists all entrepreneurship materialsoldentified during the litera-

ture review phase of the project. The guide includes both materials that

were used spkgically in writing modules and. those that provided general

background infotmation. Teachers who use the Getting Down to Business
modules in their vocational classes and who want further information on
entrepreneUiship may wish to refer to this guide for additional relevant

references. The guide may also be of value to school administrators,

.curriculum specialists, and other persons interested in entrepreneurship

education. AOHandiwok on Utilization, designed, to provide direction in

use of'the materials for,people conducting inservice education programs,

Ihas also teen developed by-staff.

i
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. I. INTRODUCTION

Purpose of the Literature Review

The literature review was undertaken to fulfill several major project ."

nedds. First, the literature review provided staff with an overview of
existing instructi4pal materials on entrepreneurship so that new materials

could be developed to fill gaps. _Second, the literature review provided
-background information about essential entrepreneurship skills and current

teaching vrategies inentrepreneurship education.' Ibird,.theidentified
resources'berved as a source of information for all new general and business:-

specific materials developed during the proiect.

Search 4tocedutts ,

,
,44 . .

Materiats were identified by means dra DIALOG computerized
ture search,, a manual search of curriculum catalogs,,and recommendations
by government officials, educators; and other experts in the areas of

vocational education and entrepreneurship.

,A literature search of the ERIC (Educational Resources /nfotmation
Centers) data base in the DIALOG computeiized information retrieval system,
supplemented bya.manual search of noncomputerized terms, was conducted
.using descriptors and identifiers suCh.as vocational education, entrepre-

' neurship, and small business. Microfiche of ERIC documents identified .

f from this search were reviewed at a. local .library, and hard copies of
relevant references we're ordered.. Materials were determined to be rele-
vant if they'(1) covered essential-skills of small business ownership and

management and (2) aimed instruction at secondary, postsecondary, -Sr adult

audiences.:-(Although'the final products were to be used by secondary stu
- dents only, it was felt that since existing secondary materials were' rela-.

tively scarce, &broader base of materials should be collected

In addition, staff also contacted project eonsultants and advisors,

.
ED program specialists, government agencies such%es the Small Business
AdministratiOn and the U.S. Department of Commerce, and various,vocationa
educati6n groups. to obtain nominations of existing entrepreneurship .

materials. Numprdus curriculum catalogs were also 'obtained from instruC-
tidnal.materials centers in 'variouststates and were reviewed for listings

of general entreprefibmrship and business-specific materials. Certain

priVate organizations such as Junior Achievement, Bank of America, and

Pepsico, and certain commercial pUblishers specializing in secOndary.or

postsecondary business management texts were also contacted. Approxi-

Mately 500 materials were actually obtained and entered into.the AIR
Entrepreneurship Resource Library.

.
"

"

°T
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Review Process

Allmaterials in the Entrepreneurship Resource Library were given a
- prelimihery review and were categorized as (1) general entrepreneurship
materiels, (2) business-specific materials, or (3) bibliographies. Busi
neSs-specific materials..were further' classified by the sev vocational.
disciplines 'and ,by specific business, if possible. ,

General entrepreneurship materials were.then,reviewed in detail by
projeft staff using the following criteria: fypeof material; target
population; clarity, accuracy, and coinpreheniiveness of content; appropri-
ateness to thebtarget population; verbal and visual'fluendy;dpsefulness
and versatility; and bias. Ratings and comments were recorded on dodument
review sheets, which served as the basis for determination of the specific

("needs for module development. Review sheets also aided staff in making
the final selection of materials that would be valuable resources during
-module development.

.

kusiness-specific materials were also reviewed by similar methods.
Bibliographies were searched for other relevant referenceS, which"were.

then obtained:

Organization of the Res urce Guide

e N

1cs guide is a comprehensive lifting of all materials collected
u g the literature search that were considered to be valuable sources

'of repreteurship information. The guide Consists of five.sections:

I ntroductiA; II. annotated references; III. additional references;
IV. institutions; and V. index,to business-specific referetces °

% / .

.
.

,

Y Section II-- Annotated References contains descriptions' of materials
considered by project staffoto provide particularly useful information,
about small business ownership And management: This section is divided

into two parts. The first section, includes abstracts 4A indiyidual gen-

eral entrepreneurship materials. The second section describes small
business series--large'collections oepamphtets or manuals developed by

enireprr eneurship-oriented organizations. -
-

. ,

tiferences Are numbered sequentially throughout the entire guide.
Within each section, references are listed alphabetically by author. For

annotated references, detailed information about their availability is
. ,

provided-04ke andiaddress of originator, number of pages, and current
price. For.documentrallable from ERIC, ED accession numbers are given.
PeXsons interested i these materials should refer to the appropriate ERIC ,
index for prices and other ordering information.. The mailing address for
ERIC appears' n the lift of institutions in Section IV.

.
... , , .

Section IIIAdditional References lies citations of other useful
entrepreneurship 'materials collected by project staff. - Resources included

. ,

4
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.. . .,

concern (a) general entrepreneurship sand (b) entrepreneurship applied to
4,. spec'ific.businesSes. Citations for general ept-repreneurship references

are, followed by a brief phrase giving the type of material and target
population (e.g., instructor's guidesecondary students). 'For business-

specific references, Citations are followed by the names of specific
businesses discussed.'

,
. -

Section IVInstifutions'lists names, addretses,-phone numbers, and. 1g

contact persons (if available) of organizations currently involv'd in the
.developmento field testing, or dis'semina'tion of entrepreneurship-materials.

, .
, -, ...

,

Section'VIndex to Business-Specific References lists specific_busi-
.nesses for which existing entrepreneurship.. materials have.been identified.
After each, business, the number's Of relevant references listed int.this
guide are noted. ...

r..
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II. ANNOTATED REFERENCES

.
Genetal Entrepreneurship Materials'

,

The following materials were .considered garticularly-cheWful in

obtaining information about small business ownership and management, Most

contain a clear, comprehensive coverage of essential entrepreneurship

skills. Materials listed in this section Were used to develop specific

AIR entrepreneur'Ship modules or as.key general background references._

Some materials in this section have been developed for junior or -

.

senior high school students. .Others are aimed at postsecondary and adult

audiences. Some contain'small, usinesacase studies and practical' exer-

cises that relate to the real world'of,small business ownership; others

are more theorelital discussions Qf business management.principlea. Some

materials are instruction - oriented, containing instructional objectives,

teaching strategiea; learning activities, and tests,. Others are simple

narralive presentations of content. All materials listed here will be

valuable.resourceb for. teachers. Some may also be useful for high school

vocational students. (Materials written specifically for this group are

marked with asterisk.) Teachers should review abstracts and materials

themselves to select references appropriate for student use.
1

*1. Athena CorporatiOni Minding'your own small business (3 vols.). '

Bethesda, MD: Author, 3976, 900 pages. "(Available from ERIC,

ED 134-824, 134-825, 134-826; Final Report 134-8274

. .

These materials weie.designed to provide 10th- to 12th-grade students with

a general background in small business ownership and management. Materials

oonsis4kof a teacher's manual and two two-part simulation games. There

are four, basic units'in this.one-semester course--"The Sixteen Hour Day'

No4... (an introduction t-9, entrepreneurship); ,'The Market isgeoiile" (market

: research, merchandising, pricing, and promotion); "Dollars And Dectaions"

(balance sheet, income statement, and business plan for obtaining a loan);

and "Managing forSuccess" (management problems concOning,hiring, ethics,

and ending,a business). Simulation games aimed at giving students experi-

ences in these areas of entrepreneurship are scheduled a0four different

poihts in the course. Included in Che'teacher'smanual are 'student infor-

mation sheets, a'glossary, evaluation instruments fouse with students at.

the end .of each unit. and an annotated bibliography. thesejnaterAals wete'

pilot tested by Athen Corporation anti' subsequently' reviied.by ,
CRC Educe-

-tion and Human Development, Inc. (see reference #9).
.4 .

.."

iivritth for secondary students.' ,

5
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2. Barnes, E., Jacobsen, W., & Myszka, M..Starting a small'business-
',Medi:son, WI: University of4WisConsin-Extension, Department of .

'Business and Management, 1978, 194 pages. (Available from-the six
regional centers of the Ngtional NetWork for Curriculum Coordina-
tion in Vocational and Technical Education- -see index for address.)

7,,,

,

.: .

%

These materials consistof a,Leacher's guide and a student/client notebook
-,,forfor use at,the,postsecondary level. Six three-hour sessions cover an

. ', introduction to small business;, legal aspects of business; marketing
research; merchandise-iwientory cycle; estimating cash flow; and securink.
capital. The teacher's guide includes 'student obfectives and an outline
for each session listingsuggested time,oAtent, and teaching /learning
activities... The dtudenbi client notebook includes Class preparation sheets
and forms to be completed as classroom and take-home assignments. The

forms are intended to make upthe student's completed business plan that
.

... . can be used in reqUeating a loan for starting a business.
...

The course was designed to be taught-by persons in business who may'or'may
not,have a formal teaching background. The instructor has the'option of

bringing .in resource people for,specific topics. The class preparation
sheets list suggested resource persons with specialized backgrounds and

experiences. They also rist all teaching.aids, handout materials, eqdip-
pent, etc.,..needed for\ the sesssions. The materials were field tested in

three posts4condary,courses and revised.

3. 'Baumback, C. M., & Lawyer, K. How to organize and operate a small

business (6thAed.). Englewood Cliffs, NJ: Prentice-Hall, 1979,

578 pages, copyrighted. (Available from Prentice-Hall, Englewood
Cliffs, NJ 07632, Text 116.95, .Study Guide/Workbook $7-95,
Instructor's Guide, only available if 10 copies of text are
ordered, free.)

This textliook,for college or adult continuing education students focuses
"on all aspidas of starting and managing small business. The 25 chapters

are grouped into three main sections: (1) making the decifton; (2) getting
started; And (3) operStilig the business. Appendices include (a) sources
of Information on organizing and- operating specific types of small busi-
ness, and (b) a checklist,for 'organizing and operating a small business.
Each, chapter contains text, sdmmary and conclusion, review'questions, and. $

,,questions for classroom discussion'. A Study guide/workbook for students

is also available. Exercises in this workbook require students to cpllect
,

and evaluate business' tatistics, analyze and prepare financial state.-

ments interview businethi; owners, and make decisions about simufated busil

n ss situations. The instructor's guide contains suggested-responses to
a tivities and a comprehensiire annotated bibliography of audiovisual aids
eyed to chapters in.the textbOok.

, The-text's presentation of-theoretical business principles is. comprehen-

Sive and well 'organized. The study guide contains many practical activi-

ties. Terminology, difficulty, 'interest level, and depth of coverage are

at the postsecondary or adult level. .11*



.

. Eliason', C. Community college women business owners orientation

program. Washington, DC: American Association of Community and

Junior Collegeg, Center for Woten's Opportunities, 1979 174

page. (Available from AACJC, One Dupont Circle, N.W., Suite 410,

Washington, D.C. .20036, on cost-recoyery.bagis,"curiently $10 +
-

.

$1.25Postage.) ,

0
. . .. .. %

. ,

These teacher materials consist of a'counseling model/managere:guide,and

a curriculum model for a 45-hour module program designed for 'the community

college level. The program objectives are to provide pfospectiiie'female'

entrepreneurs with factual knowledge needed to .s.kiccessfully start a small

business and to dekrelOp business competencies,necessaiy'for..;Survi,iarin ,

the small bupiness marketplace. The managers' guide includereco4Menda-

tions for course management and implementation, courge outlingsPand a .

resource bibliography. The curticu1um model contains 'outlined for each 2, ,

I* module. Outlines.list materials needed, learning goals and objectives, 6 i
suggestions for evaluating student learning, instructional. methods and .

Steps to use, and approximate class time required.,,TopicS-include charac-

tetistics ofan entrepreneurimatketing; finenbiarstatements; adveftis- ,

ing; legal aspects; and business plan preparation. A

Females with small business experience are'ideal instrucrors. .Local(ptale

-. Fe sources act-as 'community-based role models. To imillement'the program
c

1,fully, a coordinator, counselor; instructor, aqd part -time clerical person

Are recommended. The `materials are not self - contained; a variety pf SliA

and other materials are' recommended. The materials were field tested in

co-spmunity. colleges. '
i

.
, ....

-,,
-

.

4

*5. Everard, K. E., & Shili,B. A. Busintss principles and management
....

. .v

(7th ed.). Cincinnkti$ OH: South-Western Publishing Company,

1979, 521 pages, copyrighted. (Available from South-Western
.

Publishing, Company, 15101 Madison. Road; Cincinnati, OH 45227, Teit .-

$8.04, Student Workbook $4.91, Teacher's Manual (anstiers)firee to ,

teachers.) -
,

i'` This textbook presents
,

. , . -. .

Aeneral economic principles related to the world of

business nd proVides a basic,overview.of business operations to students

planning to- become employees or owners of businesses. The text was p-

writteurlefor a high school or PostsecOndary audience. The 25 chapters are -,

grouped into seven units:, (I), busiriess and its environment (2) business

ownership; (.3) marketing; (4) finance; (5) communications; (6)human ,

resources;. and'(7 management functions. Each unit begins with a .picture

and biographical.prdile of a successful businessiperson.and ands with a

brief discussion of,careers in a particular area of businesg.te.g.e small

-business ownership or marketing). Each'chapter includes performance
,

objectives, text, review and discussion quest ions, problems and projects;

andcase-study.problems:. A continuing project is introduced in Chapter. 1

and extends through the whole course. Students are asked .to choose a par-i

titular business and toassemle anfloperations- manual as they study.vari--
._

Ous areas of businesS ownership/managementez Also available are a, student '''`

.
i

wotkbook (study guide and problems) and a teacher's manual (answer guid).

Content coverage is compilitheasi/e and terms'are clearly defined.- kequired

'reading may 'be too difficult,or lengthy for certain sedo-ndary students. ..--

..v

p
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76. Fiake, H.; & Zehring, g. HQW to start your own business. . Ms., April
1976, 4(10), 55-70, 16 pages, copyrighted.'

This article was written to provide basic information to women interested
in starting their own businesses. It covers the fallowing aspects of

entrepreneurship: (1) the_business plan; '(2)-nedded professional ser-
vices; (3) sources of business information; ,(4) souroes'of capital;
"(5) cash flow; (6) graphics and publicity;'(7) initial capital needed;
(8) critical problems; (,):(feminist) business ethics. Although coverage

of these areas is briep; certain business concepts are explained clearly
(e.g., the problem of cash flow in a business), and practical hinths are,.
prOvided. The article includes brief anecdotes from several women dur.-
rently running their own businesses that describe critical lessbns they
have learned. Also included(are names of organizations suppbrting eritre-
preneurship for women and a-short bibliography of general and women-
oriented entrepreneurship publications.

ti

*7. Fitzhugh, N. Pepsi/DECA learn and earn project (2nd ed.).
Purchas60Y: Pepsi-Cola Company, 1980, 65 pages. (Available

from Pepsi-Cola Company, Purchase, NY 10577, free to DECA

chapters t,)
' 403'4

teachrnotudent materials are designed-to teach high school distrib-
-..itive educateoh students principles of small business management through

operation of a stmt -run business. Students are to study materials in

DECA ghapter as they plan the operation of their business. ,(All
examjItTa*for a school-lased Soft drink stand.) Materials consist of

three-84W of color-coded pages: student business pointer sheets;
teacher Information sheets; and illustrative materials. The 25/one -page

busineelt painfter sheets discuss, the topics of social responsibilities of

bpg planning the bus4n0s; setting prices; selling; and evaluating

andi*Ovineearnings. Teacher sheets provide background information on

earC ,Opik, responses to citiestions, and references to related distributive-'

edutetion t x "These materials serve tetupplement a comprehensive

disfributi u a ion course and May be helpful in directing students in
! itig a small business venture. 5 2

reham, G. H. BFsiness: The process of enterprise. Chicago:

Scienet Reseirch Associates., 1977, 529 pages, copyrighted.
(Available from SRA, R.O. Chicago, IL 60680, Text

'$12.76, Instructor's Guide $1.80, Student Guide $.75.)

-This,texthook for college students describes the ,nature of, business and
outlines.principles'of business management. LIts 26 'chapters cover
(1).foOlations and issues,pf -our business system; (2) owning and financ-
ing 06siness; (3) managing the business; (4) employees and personnel
manag$ment; (5) marketing and the consumer; (6) the environment 3f
nestilindd (7) enrichment topics. Appendices,include a detailed case study
of the Celestial Seasonings Tea Company, guidelines to writing an effec-
tive resume, and a student guide-to business periodicals. A glossary and

a bibliography are also included. Each chapter contains text (including



/9
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numerous tablea, figures, quotes, add business news..items), lists of key
tows And napes, review qUestiona, e*periential exercises (asking students

to ink rview peisons in the business community and to develefpofnts of'

view of business topias), and cases (including analysis questions). The

zook.ailso contains ca eer profiles of individuals currently working in

-various areas of basin ss. A student guide and instructor's guide are

also available. The ext is cdmprehensive, anexercises and cases
.etonrage application of business knowledge.' We to the' length of the

text an0 rather high reading level,-these materials may be too advanced

) -for hiAnschool students. *

,

1,9.oliolt N., Shuchat, J.i Regal, M.'L.t Otto,'

aiqment: and ownership (4 vols.). 'Bel6ont,
HApan,Devetopment, Lnc., 1979005 pagek.
GoVernment rrihti400.ffice, Washington, D.

01 ' 80702000-9 ($7.25)017-080-02002-5 (

($4. ); and-'01q-080-02003-3 ($3.5.0).. Als

173-6 4, volumes 1 and 2 only.)

J. Small business man-
MA: "CRC Education and
(Available from U.S.'.

C. 20402, Stock Nos. °

8.00); 017-080-02001-7
o ERIC, ED 173123:and

1,

These high-interest,materials consist ofian introductory module on email

business management principles and skills for secondary and'posisecondary

students(vol. 1), a slightly more advanced course for studgnts with some

'businege.backgroudd (Vol. 2), a simulation game on choosing:a business
location ,(vol. 3), and a set of miniproblems.relating to women and mirrority
issues, business ethics, etc. (vol. A) . Topics of the `fin units in VOJAlme

1 include en introduction to entrepreneurshi0;iform,e of businesses; mar-
keting; 19caelon; systems and records; promotion; pricing; human rels-

- tions; financing; and effects of ,husinessdecisions. Vol. 2 contains much

Of the same' material in more detail.
4

Each,unitbegins 'with a summary page'listiqg student learning objective,,s,

redEmmended learning activItiessand miniproblems,,necefsafy.teaaer
patation (e g:, duplication of student materials and arrangements for

guest speakirs), and additional referdnces. Following the summary page in

each unit are teacher and student materials« Teacher guidelines fot the

; 'presentationof nformationtare provided in' the form of lecture and dis-

cussion notes and suggestions for:unductink class activities., Student

materials include a glossary, Information shetts, case studies, business

forms, Worksheets, and interview. forms: Case studies relate to.a variety

.of retail anckkervice businesses. Agtivrties stress application of knowl-

edge and skills to realistic business situations:

Materials are design'td.to he used in a.one-semester (90 -hour) course at

the secondary or podesecandary level: Though desirable, eXtensive,busi-
. ness backgroUnit of ieachersis not necessary. Alit course materials are '

- provided; oUtsid% reading is not required. A limitedfield,test of these
materialswas'cdnducted in,Spring 1978 at two secondary and two postsecon-

dary schools.

9

o.1 4
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. , 10. ...Jeiineau,'J. A. Small business management: InstructOr's4 manual'

(4 vols.). Prince Albert, Saskatchewan: 'Tiainiag. Research and
Development Stption; Departmftht of Manpower and Immigration, 1973;
1972 pages. (Available IrdM Centre:for Training Research and

. Development, P.O. Bok 1565, Prince Albert, Saskatchewan, Canada
. S6V5T2, Instructor's Manual $43.50; Student Materials (Kit for 16

students) $544.001 80 Overhead Projectuals $363.00. Also ERIC, ED
.082-052, 082-053,,082-054,-and 082-055.)

. 4

. These materials were developed to prepare adults of Indian ancestry to own
and manage their own small businesses and have been used successfully with
this group. The courseass_divided into nine subject areas and consists of

134 lessons. Slbject areas include the management process; marketing man--
agement; finance? accounting, and bookkeeping; personnel management; busi-

,* neoselaw; personal finanCe; business communication; production management;
and office prodldures. ,The'courss designed foense in a group seeting,.I
and requires,approximately fiv4-monthS instruction (500
'hours). The instructional. format consists of lectures, brief student

class .discussions, films,-and, comPletion'of business forms.
lms and-filmstripw, which may be omitted if desired, must be obtained

separately from commercial firms. At'two points in the program students,
are ask dJ to plan and operate smallbusiness ventures for one or two weeks
each and en to prepare' summary re-ports. A one ;week' on-the-job-training

session is also'called for, plws a-ire-month-session immediately following
course completiOn. I U .110

Io fP, S
,

e P
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11. Kamoroff, B. mall -time operator: How to start your own small busi-:
ness, keep yous books,'pay your taxes, and stiy out of trouble.
Laytonville, CA: Bell Springs Publishing, 1976, 190 pages,'copy-
righted. ..(Available from Bell Springs, P.O: Box 640, Laytonville,

CA 95%54, $7.95.).
.

. ... This manual is aimed a& giving persons interested in starting a small
busine'sd step-byrstepinstructions for doing so. The sixsections are - .

- .- ,entitleds(1).getifog started; (2) bookkeping; (3) growing up (hiring :,.,

:17,,, employees, starting a partnership, and incorpoiating); (4) taxes; i..,,

-.c (5) appendix (inforeaticin on miscellaneous accounting procedutes); and
--,(6) ledgers'.(various blanOedgerformS). Written' ih simple.conversa-

tional English; the manual includes substantial narrative text, shorty'
anecdotes and quotes 'from small business owners, and many sample-business

forms. Anoannotateebihlfography is also included. AlthOugh the manual

was written for adults and contains no learning activities, it is Trace-

tical and-of high interest. It may...he useful, as a supplementary reader .0A'
, ,..

. . . for teachers and students. ,... .
.

.
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f.
12. Klatt; L. A. Small business management: Essentials of entrepreneur-

ship. Belmont, CA: Wadsworth; 1973, 313 pages.opyrighted.
(Available from Wadsworth, Inc., 4505 South 5600 West, Salt Lake ,

City, UT 84120, $10.95.)

This tent is written in fairly nontechnical language for addliewrho are

present or 'potential small business owners /managers. 'Chapters cover

(1) small business and the economy; (2) the entrepreneur; (3) setting
goals; (4) implementing goals; (5) reaching goals; (6) two paths to entre-
preneurship (buying a business or starting a new one); (7) choosing a
location and form of organization; (8) getting-capital and credit;
(9) franchises; (10) marketing practices; (11) financial management; -

(12) managing human resource; (13) the production process; and (14) advice

and assistance. Text in each chapter is followed bya small business .

incident that relates to the principles just discussed. These incidents

describe the inception, 'grolith, and changes o&an antique car restoration Y
rusiness and illustrate some of the major decisions small - business owners-/

make. Busineaq incidents are followed by general discussion ques7,,' ,,

tiobs.based on the text and by suggested readings. In addition,, three

colpiehensive casesconcerning a supermarket, an'air conditioning and
heating franchise; and a mobile home sales business arS included in

appendix. No specific answers or commentary are;provided for any ofi,the

/I;
cases or discussion questioni..

tr-

*13. Kuebbeler, G. Going into business for yourself: Columbus OH: Ohio
/(Available

il Avenue,
C, 'ED 112-

Distributive Education MaterialdiLab, 1976, 231.pages.
from Ohio Distributive Education. Materials Lab, 1885
115 Townshend Hall, Columbus, OH 43210, $5.00; also E

237.)-
,1i016'1

This is a cur culum manual for teachers to use to help se4:ryda students

develop a-business'plan as a culminating activity, In.their ctiStribution

education classes.. The purpose Of the ourriculUm is to giveAlth- and ,-

12th-grade students an understanding of the problems and decisions involved

in starting and managing a business. 'Students choose retail businesses .

and develop plans for establishing and managing theme Sugiestibns are

given to the,geacher for individual oecommitteemork on the business

plans. A 13-page section titled "A. Business Plan: Going Into Business

for Yourself" lists the elements reqiired in studetilte business plans.

The rest of the manual contains 39 lesson plans cornering topics in-the °

business plan. Lessons were written so that the - material in each'can be

covered in 20 minutes or less. Lesson plans include a topical outline,,

suggestions for the instructal", overheads /handouts, -and student activities.

I 0

The 39_ lesson plans cover topics related to4owpership and control; store

image; financing the business; location; the bluilding; personnel policies;

buying, receiving, pricing, ankylisplaying merchandise; stock control;

customer service policies; store promotion;riskand insurance; records

'.`systems; and government regulations. The lesson plans are clear and-com-

prehensive. The Vpes_df student activities vary, including essays, short-
answer exercises, puzzles, and projects such as choosing advertisements or

sketching a window display. (Activities focus on elements"Tequired 'in the

11
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business plan. Reading is minimal since the teacher is responsible for
presenting the material .

14. McCaslintB. S., & McNamaret, P. P. How to,start your own business.
Lds Angeles, CA: UCLA 'Extension, Education Department, Division
of Vocational Education, 197, °343 pages. (Available from ERIC,
ED 156-907, Instructor's Guideodnd ED 156-908, Student Materials.} '

This course provides,potettial women entrepreneurs with an introduction to
key aspects of small business ownership. Students with a specific idea
for a small business learn how to assess the feasibility of their idea and

' to prepare a detailed business.:,plan.4 The student-based materials contain

t eight Learning Activitiesifackages (LAPs):"- (1) introduction; (2) market-.
ing research; 0) marketing plan; (4) setting up the business; (5) ftnan=

. cial planning; (6) financing; '(7) operations;.and. (8) putting it all
together. Each LAP consists Hof an introductory section; fact sheets on

4

related subtopics'containing,Basic course content; and worksheets'. The
course requires ten group sessions of about three hours e ch consisting of
disdussion, presentations by guest speakers, and small-group discussions
and simulation activities. Homework consists of readings, interyiews of
persons in the business community, and written activities related to
developing a personal business plan.

C-

The instructor's guide (Part 1), provides a general introduction to and
overview of4 the course and describes the structure of the course., pre-
requisites and roleof''the,instructor, and anticipated student clientele.
IL also prese is guidelines fpr 4obtainingueSt speakers,.conduing group

'activities, nd evaluating the course. Part 2 provides a rationale for
each bf the ten class sessions, an agenda of learning activities for each
session, and a list of available.supplemental resources. .

v

Content of these materials is comprehensive and practical and might pro-
Iiide helpful supplemental information to teachers. Student materials,
however, are not oriented'to high school students,,but to a motivated group
of (female) adults who have specific plans for entering entrepreneurial
careers..

15. Metcalf, W. O. Star.rting-and managing a small business of your own
(Starting & Managing Series #1). Washington, 1).C.: U.S. Small
Business Administration, 1973,; 95 pages. (Available from Superin=
tenaent of Documents, U.S. Government Printing Office, Washington,
DC 20402, Stock No. 045 -000 -00123 -7, $2;40.)

This booklet, written primarily foradults interested in starting small
-businesses? provides an overview of ,factors,tb be considered prior to start
up. Chapters cover (1) thinking of gbing into business; (2) starting a
new business; (3) bUyiang an operating business; (4) investing, in a fran-
ehise; (5) managing a business; (6) looking into special requiremgnts; and
(7) settinggoals and keeping up to date. The'booklet contains several
' helpful checklists, budget worksheets, and statistical ables--suchas a
self-ratingscale for evaluating one's entrepreneurial raits, a score

.

.36
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sheet for selecting a business location, and a table listing pOpulations
needed td support various kinds of businesses. The booklet concludes with

an eight-page checklist outlining important decisions. to be made and

actions to be performed prior to starting a business. The, booklet is not',

instruction-oriented (i.e., it has no learning ckbjectives,'activities,.or,
tests) and does not contain. any case studies. Et, does, however, provide a-

good .overview of the career of an entrepreneur and could be used as a'
reference for a teacher or as an outside reading assignment for,a high-

, level high school reader.

a

O

* !
4 v

*16. National Business Education 4Ssociation. Business ownership curricu- 9

ium project for the prevocational aid exploratoPy level (grades i

7 -9). Reston, VA: Author, 1974, 474 paged'. (Available from

ERIC, ED 147-558and 147-559.)

These career awareness materials are intended to help junior high.school
students become familiar with the career of business ownership and manage-
ment and assess this cd'reer option in terms of their interests, needs,
abilities, and goals. The.core curriculum materials, which are designed
to'beused in'a 7th- to 9th-grade social. studies class, tor:81.st of the

following components introduction to the teacher; instructional objec-
tives; lesson plans; stfident vocabulary and concept study sheets; and four

filmstrips and an accompanying script. (The filmstrips aripnot presently.

available.) Ancillary materials in reading and mathematics (including
business- related case studieS and mathematical problems) are included for

use in other classes. The core curriculum is desighed to be covered in 11

consecutive Class sessions of an hour each. Course content centers around

the filmstrips, which discuss the four main areas of business management:
the business owner; marketing; personnel; and financial management.

A separate ninth-grade enrichment curriculum provides students with prat-

, -fical experience in setting up- A small "corporation," operating the busi--

ness, and then dissolving it. This curriculum consists of 15 hours of

instructionclass discussions on various areas of buginess'operation plus -

out -of -class time for actual operation of the business. A filiWieport
'descabtng development andpilot testing of the materials and ari extensive
annotated bibliography of printed and audiovisual. materials on small busi-

ness ownership are alt'd included. * k

*17. Nelsbn,'R. E., Leach, J. A., & Scanlan, T. J. Owning and operating a

sm#11,business: Strategies forteaching.Small'business'ownership
and management. Urbana-Champaign, IL: University of, Illinois, '

Department of Vo/Tec Education,,Divisioa-bf Business Education,
June 1976, 148 pagds. (Available from Curriculum Publi,pations

Clearinghouse, 76 B Horrabin Hall, Western Illinois University,

Macomb, IL 61455,, $3.50. Also ERIC, ED 133-435.)

This manual is *designed for use by teachers of secondary, pOStsecondary,

and adult claNskin small business management. It is written in a -

detailed outline format. The 14 units cover (1) the naturp'of small

business; (2) determining product and market;,(3)'selecting the location;

( 4
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(4) obtafning,initial capital; (5) choosing the legal form:of organiza-
tion; (6) managerial planning;.(7) re-mdkeeping; (8) financial manage-
ment; (9)-credit and collections; (10) advertising and sales promotion;
(11) employee and community relations; (12) obtaining information and
assistance; (13) insurance; and (14) the future of small business.

Each unit contains unit objectives (general teaching objectives), student
behavioral objectives, a content outline, learning activities, and.a case
study witbpossible solutions. Activities include individual activities
(e.g., worksheets, budgets), group projects, and class discussions. All
activities are keyed to one or more of six entrepreneurial skill areas:
creativity and innovatior coying with change and competition; achievement
motivation; problem solving and decision making; human rblations; and
developing a positive self-image. Helpful instructional charts of key
points are also provided.

.

An extensive annotated biblilography is included -as well as a preinstruc-
tional knowledge/attitudes measure and a 1001 -item objective test for
post-program evaluation of student knowledge.

18. Ohio State University. PACE: A program for acquiring competence in
entrepreneurship (19 vols.),.. Columbus, Ohio: Ohio State-II:raver-

sity, National Center for Research in Vocational Education, 1980,
1388 pages. (Available from NCRVE, Ohio State University, 1960
Kenny Road-r Columbus, Ohio 43210, $70.00.)

This modularized instructional program is designed primarily for postsec-
ondary students, including persons in four-year colleges and adult educa-
tion classes. It is divided into three parts: (1) getting ready to become

an entrepreneur (2) becoming an entrepreneur; and (3) being an entrepre-
neur, with several instructional, units relating to each part--for a total

of 18, units. Units are designed to be used by teachers and students.

They are.self-contained, with no outside materials re4uired. Prerequisite

units ar kept to a minimum.

Within each unit, material.is organized into three levels of learning- -
exposure, exploration, and preparation /adaptation. One or more level of
eaci unit may be-4tudied,-depending on the background of students4 their
informational needs, and t e goal's ofthe'course. For each leveeof learn-

, ing, the following instem ional components are included: preasgessment
questions; teaching/learning objectives; substantive information (in nar-
rative form); activities; postassessment questions; and self-evaluation.
'A list_of relevant resources- is also- provided. 'A separate four-page,
instructor's guikde for each unit giv4s suggests" responses to pre/post-

-
assessthent questAns.

. In addition, a Resource Guide describes how to use the units, contains a
glossary of business terms, and lists additional sources of inforthation
about small b inesses.

t1419
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19.' Personi,,g., Swanson, G:, Rice, F.; et' al: .Small business management:

.(8) sales; (9) cash flow; (10) taxes and deprec ation; (11) insuimuce;

This set of small business ma11ageme modules .as-developed for and rested

a short counte for-adults. Each module quires about two hours of class

business; (3) location of a.small 'Witless; 4) record systems; (5) the :

balance sheet and profit/loss statement; (6) .urchasing; (7) marketing;

by postsecondary vocational instruct° s in all cupational areas.

Materials are designed to be inserted to ongoi prdgrams or offered as--

time. Modules concern (1) decision.making\steps; (2) financing a small

Agricultural Education, June 978, 382 pages. (Available from

WhiteBesr Lake, MN.55110, $7.50. Also ERIC.;.kED 167-761, micro-

instructionl. St. Paul, MN. University of Minnesota,,Division of
Goin into business module (for adult and/or postsecondar

fiche only.).

Midnesota Instructional Materi s Center, 3554 White Bear Avenue,

.

.
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(12) management controls; (13) employer-employee\ elations; (14) break

even analysis; and (15) maximizing profit. Each module contains an intro-

duction; behavioral objectives; transition of moduli. (listing modules .

that logically precede and follow); the lesson; summa ; multiple-choice

evaluation instrument; and student materials (consisti of worksheets and

outlines of key points). Each lesson contains an "atten on focuser" (a

very short business problem) and several key questions. Q estions are '

followed by br4efinformational sections (mainly in outline form) and -

suggested teaching strategies. Materials contain clear, comprehensive

coverage of business management principles bgt lack case studies. Some

information (such as discussions o/ financial analysis) may be too diffi-

cult for high school students.

20. Reece, B. L., Lynch, R. L., et al. 'Achievina.success in small busi-

ness: An educational program for new smallbusiness owner-managers.

Blacksburg, VA: Virginia Polytechnic Institute and State Univer-

sity, Division of Vocational and TechnicaE-Education, Distributive

Education Program Aiea, 1977, 350 pages.- (Available from ERIC, ED

164-786 to 792, microfiche only.) \

This set of 12 instructional'modules (plus teacher's guide) was written to

be used on an individual study basis with adults owning and managing newly

formed small businesses. Modules cover,the'following topics- -(1) keys to

success in small business; (2) capital needs; (3) business potential;

(4) business, image; (5) sales promotion; (6) advertising; (7) effective

' management; (8)' employee selection, training, aacr supervision; (9) mer-

chandising; (10) business records; (11) assessing the health of a husi-

ness; and (12) protection for business (insurance). Modules may be used

in any sequence. Each module has a six-part instructional formatobjec-
-tiiies grid introduction; business situation on cassette tape; four,to six

pages of text.; learning activities; SSA materials; and an evaluation

'instrument. (Scripts of tapes And SBA pamphlets are included in the ERIC

.documents.) 'The tapes and.text are dear and simply worded; appended SBA

materials may be difficult for high school-students.
I
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*21. Rowe.i K. L., & Hutt, R: W. Preparing for entrepreneurship.. Tempe,

AZ: Arizona State University,College of Business Administration,
1979, 307 pages. (Submitted to-ERIC, ED!! not.yet available.)

This instructional guide was designed to be used with secondary vocational
students wishing to explore and/or prepare for careers in ,entiepreneurship.
Unit topics include (1) introduction td entrepreneurship and self-lemploy7
ment; (2) selection'of an effective legal form of business organization;
(3)selection of effectiire specialized assistance; (4)- financing the small
business; (5) selecting a location; (6)'building, equipmenti-andliyout;
(7) operating permits, licenses, and tax regulations; (8) personnel man-
agement; (9) building a,flexible advertising plan; (10) determining
pricing and credit policies; 11) inventory and supplies; (12) understand-
ing a basic accounting system; and (13)-seleCtion,of effective protective
steps. Each unit containwstudent objectives, information sheets, quelr
tions forliscussion,,student activities, and transparency masters: A
list of suggested references for each unit is provided for teachers' at the
end of the guide. Student activity sheetI-lind, eptionally,:information
sheets) are intended for distribution to students. Activities require
students to summarize knowledge obtained lb class and to interview persons
in the business community. Noismall business case studies, business-,

. related group projects, or simulation activities are included. Each of A

the 13 'Quits requires about five hours of class time, for.`a total bf 65
hours.

22. Sanders, Lt, Higgins, L. , & Kappeler, Personnel develppmec4\for
'entrepreneurs. -Columbus, NE: Platte TecIfnical Community College,

1977, 375 pages. (Available from ERIC, ,ED 153-006.)

This curriculym guide, designed for use with adults already owning small
businesses, covers 19windividual content areask. These 19 areas are 'grouped

into three main sections relating to planning and starting the business;
overall business operations (purchasing, advertising, personnel manage-
ment, ett.); and planning, management, and financial analysis. The con-
tent is designed for presentation in a, series of nine community college.

* workshops or for individual study use'.--Each content unit follows
laf format, which includes an intrOduction (objectives, contents of unite,
and recommended references); information sheets (containing a glossary of
terms and course content in outline form); transparency masters of key
points;Aob sheets expiaihpg specific procedures of budgeting, etc.;
assignment sheetS-(questicinnaires eliciting major points'of the unit);.
tests with matching"items and short-answer fiiestions; and answer sheets.

The materials are written.in detailed Outline form and require substan4al
additional preparation and backgiOund reading by the instructor or-student
(e.g., from the eight to-tedtexts cited frequently in the intralictory
sections of each.unft). The course focused on theoretical business prin-
ciples. In at least some'of'the more technical areas such as financial
analysis and ricing, the content may be too advanced for -high school
students.

1621
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*2,3. Scanlan, T., Flexman, N.,,Horton, S., Whobrey, k. , *:tettmayr,
Entrepreneurship education (3.vols.). Springfield, IL: Illinois m'
State Board of Education,. 19db, 732 pages, copyrighted. (Avail- ...A 'J.,r 441,

able on'a costrrecovery basis from Thomas J. Scanlan,rUnive4ity
of .111inbis, 51 Eagt Armory Street, Champaign, 111'61820. 'Also.

submitted to ERIC, ED # pot yet available.)

This is a threervolume resource designed for use in a, variety of setridgs

at, the late secoridry and adult.levels. The first volume, Learning thea
'skills, stresses eesonal skills that people need to be effective vntrePrer-
neurs--skills in areas such as decision making_, innovation, planning gnd
'goal setting, and risk taking. 'The 19 class &essions,cempthasize.ad

gration of theabove entrepreneurial skills with technical and. managerial

skills seen as needed for self-employment. The second volume, Applying-

the skills, addrepses the applicatiorrof the skills to self-employment. ,

With the help of community busitiess people, students plan and complete
miniprojects in four of the following areas (1) deciding.pn a'product

and market; (2) selecting a location; (3) obtaining irfitial capital;
(4) choosing a legal form of organization; (5) recordkeeping; ('6) credit
,and collection; (7) advertising and sales promotion; (8) employee and
community relations; Ail (9) insurance. 'Projects are-la:trended 'to &iv
students ppportunities to (1) practice and observe entrepreneurial skills
in the communityand.(2) collect information' related to various aspects of
starting a business. :The third volume, Supplementary readings, includes
readings and suggested additional resources.that complement the instruc:-'
donel strategies contained in ttle first_two volumes.

f

Before class begins, teachers must: (1) order SBA materials; -(2) recruit

-community resource people, .(3) reproduce student materials; and '(4)' make
transparencies. InstruCt ons are provided to help teachers prepare.
Method's of evaluating. students are suggested. The materials were find
tested witit.Cbmmunity college and high school students 4Aa revised. The ,

materials are unique in their emphasis on develdpment of personal entre-

.

keneurial qualities through awareness and through practic41 application.

ALs such, they may valuable resources.to teachers (and students).

0

24. Winston, S. The entrepreneurial Woman. ,New York: Newadek YookS,

1979, 239 pages; copyrighted. (Availably from Newsweek; 444./
'Madison Avenue, New York, NY 10022, $8.95.)

This nontechnical book for women planning to start their own businesses
provides a general' background on_entrepreneurship and the entrepreqeurial _

personality. The,book contains-the f011owing chapter headings: .(1) entre-

preneurship: is it for you ?; (2) entrepreneurship: do.yOu have'the
-P. resources?; (3) what kind of business?-; (4) self-confidence; (5)-learding

to be assertive; (6) a woman's place is in the home...or is it?; (7) stress

and the entrepreneurial woman; -(8) learning the hard way;, _things your', dw- ,

yer or accountant never told you; (9) starting your own!business;'(10) that

first sale; (11) bankruptorcaq be'beautifuf; (12) achievement and itt.,
rewards; and (13)'suggested.readings. author suggests ways of develop-
ing.self-confidence in business and provides many case studies of women who

have succeeded in their own businesses. Examples include conventional

. 17
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retail and service businesses (such as running a boutique, interior design
business, and travel agency) as well as consultant-type businesses, Rut-
time and short-term enterprises, businesses run in the home, and businesses
otherwise tailored for compatability with household respdhsibilities. The

book is'qUite readable and likeiy'to be of interest tayhigh school girls as
a supplementary reference. No learning activities are included.

,
101

*24. Winds, E. L. Your future in your own business. New York: Arco ,

= Publishing Co., 1971, 188 pages, copyrighted. (Available from I
Arco, 219 Park Avenue South, New York,, NY 10003, $1,95.)

One of a career guidance series, this book descries the career ofa small
business owner/mAlger so that the secondary student may decide whether to
enter this career. It discusses valuable personal traits; helpful educa-
tional background; how to select a business (franchise or otherwise) and
how to finance it; how to manage time and employees; and how to evaluate
and improve an existing business operation. Creative gesonnel management
and business innovation are stressed. The book contains personal examples
from the life of the author--founder of Manpower qmporary'personnel ser-
vices--and from other entrepreneurs. The appendix contains a list of
names and'addresses of a large nimber of franchisIng companies. This book
would be useful for optional reading for high school students. It con-

tains usiness-problems, activities, or tests.

Small Business Series

0 '.The materials in.this section have been developed by several,organi7
zations Produ6ing extensive entrepreneurship resources: (1) the U.S.- Sm44
Business Administration; (2) the U.S. Department of Commerce; (3) the Bank .

of America; and (4) the American Entrepreneurs Assbeiation. Selective

lists of material's available from these sources are presented below.
°Materials,pertaining to,specigic businesses are marked with two asterisks.

SMALL BUSINESS-A1DMINISTRATION,
A

The. Small Business Administration publishes a largenumber of pam-
Nets and booklets on all kinds of business topics. Materials.dre
intended to be used as stand -alone units' providing information to current
or piospective business owners on specific topics. They contain a wealth
of business information and serve as the;basis for almost all other entre-
preneurship materials that have been developed. Mateilals, however, are
not organized in a well-coordinated ries, are written at an adult level,
and are not written in an instruct format. SBA materials will be
valuable references for teachers and a be used on a selective basis as
additional resources for secondary stud s.

11.

SBA--Free-Publications (Available from the Small Business Administration,
P.O. Box 15434, Fort Worth, TX 76119, or cal1800-433-7212.) .

4
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A. Management Aids (4-23 pages)

These short pamphlets deal with' unctional problems related to the
management of small manufacturing businesses. Most topicp, however, have

et1evance to all kinds of small businesses. Each leaflet consists of a
brief summary, the main text, and a brief lift of additional references.

-
I

These are selacted leaflets that are currently available.,

26. The ABC's of Borrowing (11170)

'127. How to Write a Job Description 0171)-

28. Effective Industrial Advertising for Small Plants ,i)178)

29: Delegating Work and Responsibility (11191).

4°1'

30. Marketing Planning Guidelines (11194)

31. Locating or Relocating Your Business (#201)

, .

32. Are Your Products and Channel\s Producing Sales? 0203)

33. Keep Pointed Toward Profit' (#206)

34
?
Problems in Managing a Family-Owned Business (#208)

635. IncorpoXatIng a Small Business (11223)

36. M&iiagement Checklist for a Family Blisiness.(1t25)

37., Selecting the Legal Structure for Your.Business (#231)

38. Qrganizing and Staffing a Small Busi4ess (#238)

39. Techniques of Time Management (#239)

' :B. Small Business Bibliographies (8-20 pages)

These pamphlets discuss particulir areas of general business manage-

ment or the operation of specific buarliesses. The narrative is followed

by a multi-page bibliography ,of relevant publications including books,
monographs, and Special studies issued,by govereental and private pub-
dishers. (Some,references may be outdated.)

'These are selected leaflets that are currently available.f

V. Retailing 010)

41. Recordkeeping Systems--Small Stbre and Service Trade (#15)'
1

42. Advertising -- Retail Store (1120)

, . v
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,- 43; Buying for Retail Stores (/k37)

**44. Motels (#66)

.

J

45. Personnel Management (#72)
4 1

46. Inventory' Management ('#75)

47. Financial Management (#87)

48. Marketing for Small Business ( #89).

'Me following relevant business-specific leaflets are currently out of
print.4ut might be obtained from a local library.

J

**49. The Nursery Business ( #14)

Food Stores ( #24)

AP
**51. Woodworking Shojis (1146)

't

**52. Apparel and Accegsories for Women, Misses, asd Children (#50)

**53. Restaurants and Catering (#64) .

**54. Discount Retailing ( #68)

**55. Retail Florist (#74).

C. Small Marketers Aids ( -23 pages)

These pamphlet's are aimed at giving guidelines on conducting all
phases of business to persons in retail, wholesale, and service companies.
Topics covered includd\business loCatio'n, pricing, advertising, marketing,
selling, recordkeeping, cost control, taxes, and insurance. Ihe'format is

' similar to that ofthe-SBA Management Aids (described ibove).

These are selected pamphlets that are currently available.

56.' Checklist foi Going into Business ( #71)1:

57. Knowing Your' Image ( #124)
.

58. Steps in Meeting Your Tax Obligations (#142
& 6

59. Getting the Facts for Incomes Tax Reporting (#144)

60. Budgeting in a Small. Service Firm 0146)

** Business specific materials

0
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aBusiness Plan for Retailers (#150).

62. Business Plan for Small Service Firms:(*#153)

63. Keeping Recos in Small businesses (155)

64, Marketing Checklist for Small Retailers ( #156)

65. Improving Personal Selling in Small Retail Stores (#159)

66. Advertising Guidelines' for Small Retail Firms ( #160)

67. Staffing Your Store (#162) ,

.

.

o . 2, ,

e .

68. Public Relations for Small Business ( #163)

69. LearningfAbo44 YourMarket ( #167).

- D. Presentor'suide Series '(36 -50 pages, available fiom SBA District

-Offices) ' '-
t

II.
One of the'few instructionally oriented SBA serillie, t hese materials

are written for persons conducting training sessions for current and

prospective small business owners. Matehals consist of (1) a lesson plI"
for instructors; (2) text for students; (3) case studies with questions;
(4) suggested out-of-class assignments; (5) materials for handouts/trans-

parencies; and (6) a bibliography. These are titlesin thejeries.

704 Success and Failure Factors in Small Business (#2001)

'71.-Sources of As sistance and Information for Small Business (12002)

72. Choosing a Form'of Organization for Small Business. ( #2003)

73. Location and Layout for Small- Business (#20p4)

74 Taxes: Planning, Compliance, and Payment.for Small Business

( #2005)

SBA:--Bdoklets-for Sale (Available from Superintendent of Documents.,

U.S. Government Printing Office, Washington,: DC 20402. Nck available
o

froM Small Business Administration. P'rices are listed below.)

E. Small Business Management Se ;ies (40-150-pages)

.These booklets provide more comPtehensive coverage of specific small

business management.topicethan most othek SBA series publications. These

materials are written for persons who have some training and/qr experience

fn enlrekteneurship.

6.



These are selected booklets that are currently available (with series
numbers, GPO stook numbers, and prices).

75. Human Relations in Shall Business (413), Stock No. 045-000-00036-2;
$1:60.

76. Personnel Mahagement Guides for Small Business (#26), Stock No.
045-000-00126-1, $1.10.

77. Management Audit for Small Retailers (4/31), Stock No. 045 -000-
00149-1, $1.80.

78. Fihancial Recordkeeping for Small Stores (4132), Stock No. 045 -000-

00142-3, $2.50. '

79.*Selecting Advertising Media--A Guide for,Small Business (4134),
Stock'No. 0457000-00154-7, $2.75.

80. Management Audit for Small Service Firms (4138), 045-000-00143-1,

$1.80.

F. Starting and Managing Series (40-118 pages)
O

This series 'is designed to_give,tbe prospective entrepreneur ihfoima-
tion about the various responsibilities he or, she will have as .a small

business owner. The first volume deals with general principleslof small

business management. (For.an abstraCt, see reference #15 above.) Other

volumes contain a detailed discussion of specific businesses. Alth6ugh
written for adults, the'booklets'are quite readable and.contain many help-
ful tables and figures.

These are'selected available booklets.

81. Starting and Managing a Small Business of Your Own (411), Stock
No. 045-000-00123-7, $2.40.'

. -
* *82. Starting and Managing a Pet hop (4119), Stock No. 045-000-00065-6,-

$0.75.

* *83. Starting and Managing a Small Retail Music St bra (#20), Stock No.,

045-000-00107-5, $1.30.

**84. Starting,a1FLManaging an Employment Agency (#22), Stock No. 045-

000-00109-1, $1.30.,

**85. Starting and Managing a Small- Shoest'Ore (#24), Stock No. 045-000-

. 22 27



The following relevant booklets are currently out of print but might be

obtained from a local library.

**86. Starting and Managing a Small Bookkeeping Service, 1962.

* *87. Starting'and Managing,a Small Building Business, 1962.

**88. Starting and Managing a Small Restaurant, 1964.

* *89. Starting and Managing a Retail Flower Shop,. 1970.

**90. Starting and Managing a Small DriVe-In Restaurant, 1972.
,.

G. Nonseries Publications (122-158 pages)

One non-series booklet available from the SBA describes the problems

of buying and selling a small business. This discusses in a fairly tech-

nical manner ecisians.to be made and proCedures to be followed by both-

buyer and se ler. Another booklet presents the business minagehient phil-

osophy of a prominent entrepreneur, L. T. White. This bo let covers over'-..

all management, sales and distribution, financing, and se -improvement.

Titles and .ordering information are as follows:
i

91. Buying and Selling a Small Business, Stack No. 045-000-00003-6,

$2.30.

92. Strengthening Small Business Management, Stock No. 045-000-

00114-8, $2.75. .

4

U.S. DEPARTMENT OF COMMERCE

Urban business profiles, 1972, 11-27 pages. (Available from Minority

Development Agency, Research and Information Office, Room 5714,

. U.S. Depa ent dt Commercey Washington, DC 20230: free.)
.

This aerie of booklets consists of desciiptions of various small

businesses and the general requirements for starting them. Each booklet

contains the following sections: (1) recommendation (discussing'the
potential market and failure rate for the particular type of business);

(2) description of the.business (its product's or. services, customers, and

competition); (3) analysis of business feasibility;.and (4) a summary

regarding establishing the business (suggested guidelines for business

start up). Projections of attainable annual returns for businesses of

sevral sizes are also given.

These are selected available bOoklets.'

**93. Building Service Contracting (EDA -72-59582)

**94. Mobile Catering (EDA-72-59592)

Photographic Studios (EDA-72-59594)

23
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The following 'relevant hooklits are currently out of prInt but might be

obtained from a local library., ^.

A;96. Beautpy Shops (Rimy-72=59580)

**97. Child ,en's and Lit-alibi! Wear (EDA-72-59583)
,

**98. Conttact Construction (EDA-72-59584)

**99. Convenience .(Food) Stores.(EDA-72-59586)

. Small Business Reporter; 1958 - present, 12-20 pages. (Available from

Bank of America, Dept. 3120, P.O. Box 37000,- San Francisco, CA 94137,
individual copies $2.00; 25 copies or more of the same title, $1.00;

inclades postage and handling.) o.

a

This'geries o booklets provides practical information to persons
owning and operating small businesses and to those considering doing so.
These materials: which were developed through research and extensive field
*nterviews, fgaus on California-based firms; hoWever, most information is

applicable to bUsinesses,throughout'the United States. The series is

divided into three main areas: (a) Business Operations, which covers gen-
eral principles of starting and running a business, especially' in problem
areas; (b) Business Profiles, which deals with start-up and operational

requirements df specific .busin4sses; and (c) Profedsional Managements
which covers busihess ManagamTeprinciplesfor physicians, dentists,
veterinarians, and accountants.

BANK OF AMERICA

Ito

ti

These are selected currently available issues.

A. Business Operations

100. Understanding Financial Statements,, 7(11), 1974

101. How to Buy_ or Sell a Business, 8(11), 1969

102. Franchising, 9'(9),,

103. Stepsto Starting .a Business, 10(10), 1979
.

4 '
104. Avoiding Management Pitfa4s, 11(5), 19 73

105. Financing'Small Busiseis, '13(7), 1976

106. Advertising Small Business, 13(8), 1978

107. Cash Flow/Cash Management, 13(9)', 1977

24
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108. Personnel guidelines, 14(2), 1978.

109. Beating the Cash Crisis, special issue, 19 75

B. BusinesaiProfiles

"110. Health Food Stores, 11r(2}, 1976

**11DApparel Stores, 12(2),.1978

**112., Restaurants and Food Services, 12(8), 1977

. i*113. Hairgrooming/Beatity Salons, 12(9), 1977

**114. Auto Supply Stores, 1,1(5), 1979

"1115. Building Contractors, 14(3), 1978

C. Professional Management

.**116. Establishing an Accounting Practice, 1975

**117. Establishing a Dental Practice, 1977

**118. Establishing a Medical Practice, ,1972

**119. Establishing a Veterinary Practice, 1974

9

e

The follOwing relevant Business Profiles are currently ut of print

but might be obtained from a local library. .

**120.°Plant Shops, 12(4), 1972

* *121. Proprietary Day Care, 11(8), 1973

**122. BiCycle Stores, 12(1), 1974

* *123. Building Maintenance Services, 12(3), 1974

AMERICAN ENTREPRENEURS ASSOCIATION

AEA Business Start-up Manual", around 200 pages. (Available from
American Entrepreneurs Associati6n, 2311 Pontius 'Avenue, Los Angeles, CA
90064, $15.00-$29.50 for members, 419,50-$35.00'for non - members.,)

practCcal instructions on how to start,
Written in'simple languag for eult-
contain.valuable information on such
start-up expenses; (3) markets;

These start-up manuals contain
various kinds of smallAkusipesses.
would -be entrepreneurs, manuals
topics'as (1) profit potential;

1k
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(4) location; (5) facilities; (6) equipfent and fixtures; (7) personnel;
(8) advertising and promotion; and (9) operations. Many specific tips for
being successful are provided. Some standard general information on busi-
ne- ss start up and management (e.g., regarding business licenses and insur-
ance) is includelAlall manuals in Part 2.' These materials are not
w ;itten in instructional format, and no learning activities are included..

These are selected businesses treated in these manuals.
'

**124. Plant Shop (#Z)

Ir125. Tune-Up Shop (#9)

**126. Gourmet Cheese and Wine (#19)

1,**lil.ABicycle Shop (#22)

**128. Pet Hotel and GrooMing SeiVice (033)

* *129. Janitorial Service (#34)

**130. Rent-a-Plant. (#49)

**131. Day Care Center (#58)

**132. Computer Store (#84)'

**113. Kitchen Remodeling Service (#105)

**134. Women's Apparel Shop (0107)

**135. Energy Loss'Prevention0112)

**136. Salad Bar` Restaurant (0119)

,

**137..Health Food (0125)

**138. SeCretarial.Service (#136)

6

**I39. Fldwer Shop ($143)

**140. Insulation Contracting (#145)'

*141. Telephone Answerint_Service (#148)

**142. Travel Agency (0154)

**143. Security Patrol SerVice (#159)

**144. Maid Service (0160)

**145. Family Hair Salon (0170)
,

**146. Physical FithesiCemrter (#172)

26
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III. ADDITIONAL REFERENCES

General Entrepreneurship Materials

---,The following references on small business ownership were reviewed

in the course ofthe AIR Entrepreneurship Project. Based on, teachers' and

students' needs, these may be useful as additional informational resources.

147. .Arkahsas $tafe Department of Education, Divi;ron.of Vocational,
Technital and Adult Education.' Small business ownership manage-

ment entrepreneurship: A model Aor,vocationS1 education program

developmedt,in entrepreneurship. Little Rock, AR: Author, 1978,

560 pages,Inseructor and student guides--adult.

14.8. Barnes, E. S.;: Jacobsen, W. M., &
for a smallbleinees: Profit

Madison,. University of Wi

Business & Management, no dat
guides--adult.

141r. Barnes, E. S., jicobsed, W. M., & Myszka, M. K. Marketing for a

.small business: Analysis and strategy for entrepreneurs.

Madison, WI: ersity of Wisconsin-Extension, Department of 41,

Business and 'Ma ement, no date, 175,pages, instructor and stu-

ypzka, M. K. Financial management
anning tools for entrepreneurs.
consin-Extension, Department of

177 pages, Anstructorand student

dent guider-aau .

150. Baty, C. B. vr.tri.pro nonrchip: Playing to win. Reston, VA: Reston

Publishin4 Company, 1974,321 pages, adult textbook:.

151. Bortz, R. Marshall, J. E. A course of study for conduct14,a
simulated health occupations enterprise.' Springfield, IL: State

dfllindis Board of Vocational Education -and Rehabilitation,
August 1972, student guide-ijuniw high school.

152. Brodm, & Longenecker, J. G. Small husiness gement (4th

, ed.). Cincinnati, OH: S9,0th-Western Publishing o., 1975, 558

pages, college textbook. %.

153. Canei, R. The, art of delegating. Columbus, OH: Ohio DistribUtive

Education Materials Lab, Ohio State University, 1975, 129 pages,

4strActor's guideadults,:

11,4

154. Chapman, E. .-Supervisor's survival kit: Amid- management primer

(2nd ed.). ''Palo Alto, CA: Science Research Assopiates, 1975,

191 pages, college/adult textbodk.

155. DiPlacido, P. E., et al. An'analysis of the small business managing

aeloCcupation.,:Columbus, OH: Ohio State University, Ohio State

Departmknt of Education-and Trade & Industrial Editation Instruc-

tional Materials .'Lab, Division of Vocational-Education,. 1975, 120.

pages, task analysis. (ERIC ED 107 -982)

t.



1566

157.

158.

Dun & Bradstreet.
1979., 15 pages,

Dun & Bradstreet.
Author, 1978, 5

yy

The business failure recori. New York:,

statistical tables, .

Cost of doing business: COr4orations.
.pages, statistical tables.

Author,

New york:

Dun & Bradstreet. Key bdsinesi; ratios: 1977 statistics from 125
lines ,of retailing, wholesaling, ulanufacturing,, and construction.

New York: Author, 1978, 11 pageil statistical .tables.

159. Evans, R. N., et al. Methods and materials for entrepreneurship edu-
cation: Phase I. 'Urbana, IL: University of Illinois, bepart-
ment of Voc/Tee Education, 1978,.22 pages, 1.114 report. (ERIC

ED 164-8Q6)

Everhardt, R. Cases for marketing and distribution. Columbus, OH:
Ohio State University, Distributive Education Materials Labora-
tory, 1972, pages-, ,instructor's, guide -- secondary.

161. lverhardt, R., et al.' Small business advertiiing. Columbus, OH:
Ohio State University, DistributiVe Education. Materials Lab,'.

1976, 191 pages, instructor's guidesecondary.'

4 162. Frost, T. S. Where have all the woolly mammoths gone? A small busi-

ness Survival manual. West Nyack, NY: Parker, 1976, 150 pages,

i formal alit textbook.

Amu.
160.

. x.

163. Gals T. Grodming new age eAtrepreneurs: How to become success-

ul n business in two'easy' weekends. New Realities, 1978,

II(2, 48-52, journal article.

164: H rnaday, J. As, & Aboud, A. ,Characteristics of successful entrepre-
rieurs. Personnel Psychology, 101, 24, 141-153, journal article.

-411b

165. °Hornaday, J. A., &,Bunker, 'The nature of the.entrepreneur.'

Personnel,Psychology, 1970, 23, 47-54, journal article.
.

,166. 'Hosmeh, W. A.; Tucker, F. & Cooper, A. C. Shall business manags-1

went: A casebook. Homewood, IL: Richard D. Irvin; Inc., 1966,.

605 pages, college taxtbook.

167. Jessup, C., & Chipps, G. Thb woman's guide t starting a business.

New York: -Holt, Rinehart; and Winatoh4,1976,.335 pages, informal
adult textbook.

o

w

168. KalangioC. J'. et al. The development of entrepreneurs through..

vocational educatlop: Introduction to entrepreneurship, modular-

,ized, instructional units. Columbus, OH: Ohio State University;
. Center for Vocational Education, 1975, 286 pages, instructor's
6.
guide--postsecondary. (ERIC ED 142-770)-

169. Liles, P. R. New business ventures and the entrepreneur. Homewood,

IL: Richard D. Irwin, Inc., '1974 ;"517 pages, college textbook.

o
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170. Loen, R. O. Manage more by doing less.- New York: McGraw- Hill,.

1971, 254 pages, adult textbook.

171. National Commission on Resources for Youth. New roles for youth

in the school and the community (Chapter.5: Youth asentrepre-
neurs). New York: Citation Press, 1974, pages 102-132, program

descriptions.

. 17g. Ohio State University. Could you manage a business? Columbus, OK:

OH: Ohio /State University, Instructional Materials Lab, Trade

40 and Industrial Education Services, 1973, 26 pages, bulletin board
materials -- secondary.

173. Ohio State University. Economics and marketing, LAP #2: Economic

goods and services. Columbusp,OH: Ohio State Univer ity, Inter-

state Distributive Education Curriculum Consortium, 1 79,
instructor and student guidessecondary.

174. Ohio State University. Special packages, instructional re ources

for vocational education: Entrepreneurship (4 vols.). olumbus,

OH: Ohio State University, National Center for Research Voca-

" tional Education, 1978, 191 pages, bibliography.

175. Parma City School District. Calculator: Owning a small busines

Parma, OH: Author, no date, student guide -- secondary. (ERIC

ED 160-869)

176. Persons, E. A., WSwansua, G. I. Small business management: Dev

opdent, demonstration, and evaluation of manageMent education
programs for small business entrepreneurs, including minorities
(5 vols.). St. Paul, MN: University of Minnesota, Division of
Agricultural Education, 1976, 1149 pages, instructor and student
guides--adult.

177. Pickle, H.
'York:

178. Rausch, E.
Anacom,
pages,

a-
B.; & Abrahamson' R. L. Small business management. New

John Wiley ,& Sons, 1976, 487 pages, college textbook.
14

N. Financial management for small business. New York:

a Division of American Management Associations, 1979, 184
adult textbook.

179. The right to be your own. boss. New Woman, SeRtember-October 1977,

- 28-29, journal,article._.

180. Robert Morris Associates. Anndal statement studies. Philadelphia,

PA: Author, 1979, 310 pages, statistical tables.

181. Rooke, J. 7. A pilot pro to provide ownership skills to seniors
in the vocational technical schools and other educational insti-

. tutions. Norwich, CT: Norwich Regional Vocational Technical
School, 1979 and 1980, 187 pages, course outline (secondary) and
final report.



182. Ross, K. The care and feeding;of bankers.' Enterprising Women,
Fall 1979, 8-9, journal article.

183. Rubey, L. Your own businesswhere to find start-up cash: A money
gUide for the woman entrepreneur. Working Woman, March 1980,
20-23, journal article.

-
184. Schabacker, J. C. Small business information sources:, An annotated

bibliography. Tempe, AZ: Publication Services, Inc.,--1976,
bibliography..

185. Stating a business the easy wayr.-Franchising. Money, November
1979, series of journal artitles.(Ohple issue).

186. The State University of New York. Small business bookkeeping: A
suggested adult business education course 42 vols.). Albany,
NY: State Education Department, SUNY, 1973 and 1975, 197 pages,
instructor's guide -- adult.

187. The State University of New York. Small business management, Parts
I add It. Albany, NY:' State Education Departdent, Bureau of

Education Curriculum Development, 1968 and 1970, 165 ,

pages; instructor's guide--adult.

188. Stegall, D. P., Steinmetz) L. L., & Kline, J. B. Managing the small
business. Homewood, IL-: Richard D. Irwin, -Inc., 1976, 500 ".

page,s, college textbook.

,
189. Susbauer) J. C., Do you have what it takes to start your own

4

business? Worthington, OH: The Entrepreneurship Institute,
1979, 3 pages, questionnaire.

190. United States Department of Commerce. FrvIchise opportunities hand-
book. Washington, DC: U.S. Government Printing Office, 1979;

.324 pages, directory.

191. United States Depaftment of Commerce. Service-industries: Trends
and prospects. Washington, DC: Author, 1975, 69 pages, national
buiinesa report. -

.

192. ,University 61 Texas. Advertising. Austin, TX; University of Texas, '
Division of Extension, Instructional.Materials Services, 143
pages, instructor a6irstudent guides -- secondary.

193. ...University Texas. American enterprise series: (I) The selling
function; (2) The Marketifunction; 3) The promOtion.function;
(4) The management function; (5) Merchandising and buying;
(6) Financial management. Austin, TX: University of Texas,'
Instructional Materials Gaiter, 1975 and 1976,-120-150 pages
each; instructor and student guidesadvanced secondary.

<1
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194. University of Texas. Basic sales techniques. Austin, TX: ,Univer=
sity of Texas, Division of Extension, Distributive'Education
Instructional Materials Laboratory, 1970) 224 pages, instructor
and student guides--secondary.

195. University of Texas. Functional supervision: 'The management of
people at Work. Austin, TX: University of Texas,'Instructional

'Materials services, 1974, 141 pages, college textbook.

196. University of TeXas. Retail management. Austin, TX: University of
Texas, Division of Extension, Instructional Materials Center,
1974, 16i 'pages, adylt textbook.

.197. -Weaver, Peter. You, Inc.: A detailed escape route to being yOur
'own boss. Garden City, NY: Doubleday,, 1973, 301 pales, informal

adult textbook.
.

,198. Wells Fargo Bank: What does a bank'look for in co;lsiderim business-
. loans? and Minority business loans, 1979, 7 and 15 pages, pam-..

phkets.

r
199. Women in charge: Eight Who made it. U.S. News & World 'Report,

March 24, 1980, 64-66, journal article.

BUsiness-Specific,. References
. ,

4445

The following materia)s were used in, conjunction with*the materials 0
described in'Section II and personal interviews of entrepreneurs to develop
AIR's 35 business-specific modules in the Getting Down to Business series.

,-

'They contain valuaOle information about how to start and manage specific
small businesset. 'The seven vocational disciplines are listed below (in
alphabeticaljp*der) followed by references describing businesses related
to each discipline. Specific businessed treated in each reierence are

P',listed in par&ntheses after the citation.

. Agriculture
4

1

200. Baker, R; H. Farm records--a management tool (Agdex 818). Columbus;

OH: Ohio Agricultural Education Curriculup Materials Service,

1976 (general). I

2014-'Hogdena; J:, & Myers, L. Farm business management: Year 1. Still-

, water, OK: Oklahoma State Department of Vocational & Technical

. '4411* Education, CurriculUi and Instructional Matqpkals Center, 1979
:(dairy farming).

,

202. Ohio State University. Agricultural business supply and

(8 vols.). Columbus, OH: The Ohio State UniVersiVy,
cultural Education 'Curriculum Materials Service; 1976

equipment repair).

S .
1
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203. Ohio State University. Business practices for agricultural machinery

dealers (5 vols.). Columbus, OH: The Ohio State University, Ohio

Agricultural Education Curriculum Materials tervice, 1979 (farm

equipment repaiT).

204. Plank; H., & Wdlf, W. H. Marketing agricultural _products (Agdex 920).

Columbus, OH: The Ohio State University, Ohio Agticultural EduCa-
tion Curriculum Materials Service, -1976- (dairy farming)."

205. ,Urbanic, C. The garden center worker"(Agdex 951). Columbus, OH:

The Ohio State-University, Ohio Agricultural Education Curriculum
Materials Service, 1979 (garden center).\

206. Wotowiec, P.J. The greenhouse worker (Agdex 952). Columbus, OH:

The Ohio State University, Ohio Agticultural Education Curriculum
/ Materials Service, 974 (garden center).

207. Yoder, E. Career preparation in agricultural equipment andmechan-
. icsi A curriculum guide for high school vocational agriculture.

Washington, D.C.: U.S. Office of Education, 1974 (farm equipment

repair). -

Career preparation in agricultural supplies and ser-
curiaculum guide for high school vocational agriculture.

OH: The Ohio State University, 1974 (fertilizer and

service).

208. Yoder, E. P.
vices: 4
Columbus,
pesticide

Business and Office

209. GSrfield, M. Instructidrimanual for starting and operating a home

typing service. Cherry Hill, NJ (Chapel Manor-A-204): Author,

1971 (secretarial service):,

210. Hilton, T. Small business ideas or women--and how to get started!

New York: Pilot Books, 1975 secretarial service; also florist,

picture framing, innkeeping, housecleaning service, child care,
. catering). ----...

211. Weisbecker, J. Home computers can make you rich. Rochelle, NJ:,

, Hayden Book Company, 1980 (computer's, software design).,

Distributive Education

212. Beaver, J. fashion fundamentals. Aust , X: University of Texas

at Austin, 1974 (apparel store).

213. Bowers, N. HOW to open your own travel agency. Palo - Alto,, CA:

4
Trav-L Publications,. CA 1974 (travel agency--eontact author for

,

-availability at Awana Travel, Sharon Heights Shopping Center,

Menlo Park, CA).

32
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214. Grandma's bread shop., Entrepreneur, May 1979, pp. 7-17 (specialty

food sebre).-

215. Greenwood, K. Apparel shop entrepreneurship. Stillwater, OK:

Oklahoma State University, 1977 (apparel store).

216. Hochstain, M. Travel agencies have to grow up fast. Venture,

Januuarj 1980, pp. 34-38 (travel agency).
4\ V

217. Null, G. Profitable part-time home-based businesses: How you can

nake up to $150 a week extra income. New York: Pilot Books,

1971 (personal services; also day care, home attendant, catering).

218. Scoggin, V; R., Hoyt, W. E., & Swoboda, B. Are motels for you?

San Mateo, CA: National Motel Brokers, 1977 (mdtel operations).

219.: Tolman, k. Fashion marketing- and merchandising. Bronx, NY: Milady

Publishing Company, 1974 (apparel store). ."71

220. Travel agency: Ticket to thestars? Entrepreneur, March 1979,

pp. 48-59 (travel agency).

Health

221. Barnaby, F. W. The. wheelchair transportgr. La Jolla, CA (P.O. Box

2653): Author, 1980 (wheel chair transportation).

222. Werner, L. Make fat prOlits from fitness: Open an exercise studio.

Workingyoman, October 1979, pp. 26-27 (health spa).

Occupational Home Economics

223. :Donovan, ..S. Suctess story, Ninfa Laurenzo: Beating 'the odds in

the restaurant business. Working, Woman, March 1980, pp. 17-20

(restaurant).

224. Hatchett,.M. S. Food service management. Austin, TX: University of

Texas at Austin, Continuing Education, 1975 (restaurant).

.

.

.225.4 Main, J. A store or rest rant of your own. Mbney, June 1978,

pp. 55-64 (restaurant). i

. .

226. Wills, A... Professional housecleaning services: Cleaning up for

,
cash. Working Woman, December 1979, pp. 24-25,(housecleaning

service).

'Technical

227. Contract guard users tell why'. Security Management,'197e, 22(14)

(guard service).

*,
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228. Demand for good
1979, 23(42)

229. Insulate home

guards outstrips availability. Security Management,
(guard service).

Profits keep you warm. Entrepreneur, 1978, 6(12), i

pp. 45-5311inergy specialist).'

230. Smith, R. Be a heat detective. Entrepreneur, 1979, 7(7), pp. 62-66

(energy spedialist):

Trades and Industry

231. Crouse, W. H. Automotive service business: Operation and man.:

agement. New York: McGraw-Hill, 1973 (auto repair).

'232. Downey, C. Constructing a family business. Black Enterprise,

,'January 1980, pp. 39-41 (carpenter).

233. IEA member strikes oil without drilling. Entrepreneur, December

i 1978, pp. 42-43 (auto repair). 4
.

234.. Oklahoma State Department of Vocational and Technical Education.
Vocational trade and industrial education: Professional cosmer

tology practices Stillwater, OK: Author, 1978 (Cosmetology).

235. 'Scott, O. P., et al.' The Prentice-diall textbook of cosmetology: A
professionafiguide tp the theory and practice of beauty culture.

Englewood Cliffs, NJ: Prentice-Hall, 1976 (cosmetology).

236. Sumichrast, M.,4E, McMahon, C. P. Opportunities'in building constrne-

, tion trades. Skokie, IL: National Textbook, 1979 (carpenter,

building coneiaCtor).

237. Tezak, E. J. Successful salon magggement for cosmetology students. ,

Bronx, NY: Milady Publishing, 1973 (cosmetology).

238. Tune-up manual sparks success. Entrepreneur, June 1979, p..42 (auto

repair).

239. Weinstein, F. Beauty salons: Big bucks in the beauty biz. Working

.Womah, May 1979, pp. 23-24 (cosmetology).

1
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IV.. INSTITUTXONS

a

4F
The following institutions are currently"promoting entrepreneurship as

through the development or disselination of relevant materials.

American Association of Community and Junioi.Colleges, Center for Women's

Opportunities, I Dupont Circle, Suite 410, Washington, DC 20036.

American Entrepreneurs Association, 3211 Pontius Avenue, Los Angei0," CA-

90064, (860) 421-2345 or mo) 352-7449 (California resideofts).

Am- ican Institutes for Research, Entrepreneurship Project, P.O. Box 1113,

791 Arastradero , Palo Alto, CA 94302, (415) 493-3550 (contact

C- 401 B. Rapl

American Vocational Asso ciation, Youth Enteiprise Project, 2020 North 14th.

Street, Arlington, VA'22201, (703) 522-6121 (contact Roni Posner).

*

Bank of America, Department 3120, P.O. Box 37000,_ San Francisco, CA 94137,

(415). 622:8277.
0

CRC Education and Human-Development, Inc.,'26*Brighton Streit, Belmont,.

MA 02178, (617)'489-3150.
,,...

.. ,,1
. .:.

Dun & Bradstreet, Department gf Public Relations and Advertising, 99 Church

Street, New York, NY 10007, (212) 285 -7000.
1

. . ,

Entrepreneurship Institute, 90 East Wilson Bridge Mad, Suite 247,

yoTthingtOn, OH 43085, (614) 885-0585.
g4

4,

ERIC Document ReprLiduction Service, P.O. Box:190, todlington,V4 22210,

(703) 841-1212.

Junior Ahevement, Inc., 550 Summer Street, Stamford, CN D6901,.(203)

, 359-2970 (contact Richard Maxwell, President).

National Council for Small Business Management Develdpment, University of

Wisconsin Extension, 929 North 6th Street,.Milwauke-E,- WI 53203,

(414) 224-1891.

.7"

National Network for.Curriculum Coordination in Vocational and Technical

Education (NNCCVTE), East Central Curriculum Management. Center,
Building E-22, Sangamon 'State University, Springfield, IL 62708

.(contact Rebecca Douglass). (Other centers are located-in New

JerSey, Mississtppi, Oklahoma, Washington, and Hawaii.)

Ohio State University, National Center for Research in Vocational Educa-

tion, 1960 Kenny Road, Columbus, OH 43210, (800) 848-4815.

Pepsico; Purchase, NY 10577, (914) 253-2300, ext. 3225 (contact H. Naylor

Fitzhugh, Marketing /Corporate Relations Consultant).
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Robert Morris Associates, 1616 Philadelphia National Bank Building,
Philddelphia, PA 19107, ,(215) 665-2850.

Small Business Administration, Public Communications, 1441 L Street N.W.,
Washington, DC 20416, (202) 653-6365e(or contact your local district
office).

11.S. Department of Cbmmerce, Minority BusinEss Development Agency,
. Reseasrch and Information Office, *Room 5714, Washington, DC 20230,

.,(202) 377-2414.
s.

'10Overnment Printing Office, Superintendent of Documents, Washington,
.-Dt 20402, (202) 78373.238 (or contact your local district office).

University of Illinois, Department of Vocational and Technical Education,
College of Education, 51 East Armory, Champaign, IL 61820,.(217)
333-1298 (contact Thomas J. Scanlan).

University of Minnesota,,Depaft.ment of.Vocational-Technical Education,: 130
Classroom-Office Building; 1994 Buford Avenue, St. Paul,' MN 55108,
(612) 373'-10.20 .(contact br'..Edgar. Persons).

University of Wisconsin, Department of Continuing and Vocational Edu cation;
_264 Teacher-Education ,Building, 225 North Mills Street,. Madison, WI
53706 (contact William Jacblisen).
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V. INDEX TO'BUSINESS-SPECIFIC-REFERENCES

(.

Listed below are specific types of small, businesses' or which entre-:

preneurship materials were identified. After each business, numbers of 4'

relevant references listed in this guide ar6 given.

Accounting: 116

Agriculture, General: 200

Answering Service: 141

Apparel Store: 52, 97, 111, 4, 212, 215, 219

Auto Repair Shop.: 125, 231, 233

Auto Supply Store: 114

Beauty Shop: see Hair Styling Shop

BicyCle Store: .122, 127

Bookkeeping Service: 86

'Building ContracZor: 87, 98, 115,, 133

Business and Personal Services: 210, 217'

404

Carpentry Business: 51, 232, 236

Catering: 53, 94", 210, 217

Computers: 132, 211

Dairy Farming: 201, 204

Day Care Center: 121, 131,'210, 217

Dental Practice:' 117

Employment Agency: 84

Energy Specialist: 135, 140, 229, 230
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Farm Equipment Repair: 200, 20Z, 203, 207

Fertilizer 'and Pesticide Service: 208

Flower and Plant Store: 55, 89, 120, 124, 130, 139, 210

Food Store: 50, 90, "110, 126, 137, 214

Garden Center: 49, 205, 206

Guard Service: 143, 227, 228

A

Hair Styling Shop: 96, 113, 145, 234,

Health Spa: 146, 222

Home Attendant Service: 217

Hotel/Motel Operations: 44, 210, 218

Housecleaning Service: 144, 210, .226)

.Inkeeping: see Hotel/Motel Operations

Janitorial Service: 93, 123, 129

Medical Prictice: 118

Music Store: 83;

.

Pet Shop: 82, 128

Photographic Studio: 95

235, 237, 239

Restaurant: 53;.88, 90, 112, 136, 223, .224,-225

-

-Secretarial Setvice: 138, 209,, 210

Shoe Storei 85

Software Design: see Computers

TraveldigencYt.. 142c 213,s2:16., 220



6

jr

Veterinary Practice: 119

Wheelchair Transportation Service: /2

46,

ti

4'
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Vocational-Discipline

General

PROJECT PRODUCTS

Entrepreneurship Training Components

Module Number and Title
. .

Module 1 Getting Down co Business: What's It All About?

Agriculture Module Farm'Equipment Repair

Module 3 Tree Setvice

Module 4 Garden Center

Module 5 - Fertilizer and'Pesticide Service

Module 6 ; Dairy Farming

Module 71 - Apparel Store

' Module 8 - Specialty Food Store

Module 9 - Travel Agency

Module 10 - Bicycle Store

Module 11 - Flower andPlant Store

Module 12 - Busines and Personal Service

Module 13 - Innkeeping

Health Module 14 - Nursing Service

Module 15 - Wheelchair Transportation Service

Module 16 - Health Spa

Business and -Module 17 - Answering Setwice

Office Module 18 - Secretarial Service

' Marketing and

Distribution

Occupational
Home Economics

1 Technical
A

e'
Trades and
Industry

Module 19 - Bookkeeping Service-

Module20 Software Design Company

Module 21 Word Processing Service

Mqdule 22 - Restaurant Business

Module 23 - Day Care Center

Module 24 - Housecleaning Service

Module 25 - Sewing Slece

Module 26 - Home Attendant Service

Module 27 - Guard Service

Module 28 - 1)est Control Service

Module 29 - Energy Specialist Service

Module 30 - Hair Styling Shop

Module 31 - Auto Repair Shop

Module 32 - Welding Business

Module 33 - Construction Electrician Business

A
Module 34. - Carpentry Business

; Module 35 - Plumbing Business

Module 36 - Air Conditioning and Heating Service

Related Resources

Resource Guide of Existing Entrepreneurship Materials

Handbook on Utilization of the Entrepreneurship Training Components

ty,


